Procedure for Prepaid Travel Monthly Entry

· Start by opening up the account analysis for 01-00-000000-12040 from the prior month end
· Run a GLTB for the current month for 01-00-000000-12040
· Update the account analysis for new additions
· Verify that you now tie to the current month GL balance
· Update Src/Reference/Description/Date Paid/Dept.(GL #)/Travel Dates/Amount – Using the GL info and a copy of the TAR (travel authorization request.)  The travel authorization request should be obtained from the AP department
· Work with the Business Office Financial Assistant to verify an STE has been completed for each trip that has been completed.  Write a JE to the expense department, referenced in the TAR, with an offset to the Prepaid Travel Account.  All travel advances need to have a completed and approved STE before making a JE transfer to expense.

Below is the 3/2019 analysis and JE for reference.
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Fincoln EHniversiy
General : Prepaid Travel
01_00_000000_12040
AS OF 03/31/19

Sre Ref. No. Description Date Paid Dept Travel Dates AMOUNT
3 V0162374 Camilla Homne 2/4/2019 01-13-214015-76060  2/16/19-2/16/19 60000 STE CH02162019 To Expense
3] V0162417 Camilla Home 2/6/2019 01-13-214015-76060  2/10/13-2/10/19 52500 STE CH020612 To Expense
3] V0162712 Camilla Home 2/13/2019 01-13-214015-75520  2/21/19-2/21/19  $ 25000 STE CH0392019 To Expense
3] V0162802 Camilla Home 2/18/2019 01-13-214015-75520  2/23/19-2/23/19  $ 50000 STE CH02162319 To Expense
3] V0163231 Camilla Home 2/21/2019 01-13-214015-76060  2/24/19-2/25/19  $ 252000 STE CH022519 To Expense
3] V0163232 Timothy W. Chambers 2/21/2019 01-13-404053-76060  2/25/19-3/3/19 | $ 8,680.00 Trip completed, STE inprogress  April

E J017435 Brian Dubenion 9/18/2018 01-13-404005-76050  9/25/18-9/30/18  $ 665.00 Waiting on Settlement 7

PI V0163868 Delaware Express Suttle 03/01/19  01-13-43200276060  2/12/19-2/14/19 1,87.00 To Expense
PI V0163868 Delaware Express Suttle 03/01/19  01-13-43210276056  2/12/19-2/14/19 1,857.00 To Expense
PI V0164360 Delaware Express Suttle 03/18/19 0113432108 76060 2/24/19-3/3/15 9,833.00 To Expense
PI V0164572 Dr. George E. Allen 03/26/19 01_10_210105_73059 04/09/19 150,00 Traveling 4/9 April

PI V0164711 Ms. Tancen L. Legree 03/26/19  01-15-506004-76050  3/31/19-4/3/15 163.19  Traveling 3/31-4/3 April

TOTAL'S 2768019
glbalance § 27,680.19
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Lincoln University Journal Entry Form

Todays Date: 4212019
Journal Entry Type: General
Transaction Post Date: 3312019
Transaction Reversal Date
General Ledger Number Account Description Debit Credit
01-13-214015-76060 |Concert Chos - Student Travel B 600.00
01-13-214015-76060 |Concert Chos - Student Travel B 52500
01-13-214015-75520 |Concert Chos - Rental of Vehicles B 250.00
01-13-214015-75520 |Concert Chos - Rental of Vehicles B 500.00
01-13-214015-76060 |Concert Chos - Student Travel S 252000
01-13-432002-76060 [Men's Basketball - Student Travel S 189700
01-13-432102-76060 [Women's Basketbal - Student Travel S 189700
01_13_432108_76060 |Cheerleaders - Studeat Travel S 983300
01-00-000000-12040 | General - Prepaid Travel S 60000
01-00-000000-12040 | General - Prepaid Travel S 52500
01-00-000000-12040 | General - Prepaid Travel S 25000
01-00-000000-12040 | General - Prepaid Travel S 50000
01-00-000000-12040 | General - Prepaid Travel S 252000
01-00-000000-12040 | General - Prepaid Travel S 189700
01-00-000000-12040 | General - Prepaid Travel S 189700
01-00-000000-12040 | General - Prepaid Travel S 983300
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